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1. User logs into the online application and uses “New Customer” option to establishcredentials. 

 
2. Upon Log In, the user lands on the dashboard where the original PPP loan is viewable in the Your 

Products component. 
 
 
 
 
 
 
 
 
 
 

 
3. To apply for forgiveness, the user clicks Marketplace. 
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4. The user clicks Apply to apply for Paycheck Protection Program Forgiveness. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. The first thing the user must do is confirm the business for which they are applying for forgiveness. 

Click Apply With This Business. 
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6. Next, is a quick confirmation of personal details. If any information has been updated from the 
time the original PPP loan was created, the end user has the ability to update that information 
Click Next. 

 
 

7. The user will determine if they are eligible to complete the 3508S by answering the questions below. 
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8. The E-Consent route is stated as optional; however, this step allows the application to be digitally signed 
and initialed. WE CANNOT SUBMIT APPLICATIONS TO THE SBA THAT DO NOT HAVE SIGNATURES AND 
INITIALS. 

 

 
 

 
9. The Demographic Information route is optional. The user will complete or leave blank and Next. 
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10. Finally, the system navigates the user to the Review and Submit page to ensure there are no issues 
with the data that has been added to the application for PPP Forgiveness. 

User clicks Submit Application. 

 
 

11. Once application is submitted, the user can click the Go to Dashboard button to return to the 
dashboard where they can view the progress of their submitted application. 
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Your list of documents 

may look different from 

the list here. 

Dashboard – Documents (Required Step for all Users) 
1. Once the application is submitted, the user will see To Do List. This will list Incomplete 

Applications (if any) and the area to Upload Documents. Click Upload Documents to add the 
application’s supporting documentation. – Please refer to the SBA’s 3508S form instructions for 
your list of required documents. Documents must be uploaded immediately following application 
submission 

 
2. The number in the circle indicates how many documents the user may need to upload. NOT ALL 

PLACEHOLDERS NEED TO CONTAIN A DOCUMENT 

3. The user can either browse or Drag & Drop into the placeholder. 

 
 
 
 
 

Your Product is just a tile 

to show you what you 

applied for and your loan 

amount 
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4. As the user uploads documents the number will decrease and the placeholder will change. The user 

will see a checkmark and that the document is uploaded. There is no need to Save. 
 

5. The user can also verify if the document is uploaded, toggle the Show Previously Completed 

button. This will list the documents already uploaded. 
 

6. Once all of the documents are uploaded, the user will be All Caught Up! 
 

⧫⧫⧫ END OF ONLINE USER EXPERIENCE⧫⧫⧫ 


